1. 'RECORADS PLAN (Check one): |2. DATE PREPARED: |3. OFFICE OF RESPONSIBILITY (Include organizational element; department,-group, etc.):
" : ’ SHE, 1 OF 1 SHEETS
Initial X Revised =
D 05/15/2003 Technology Transfer Department/Customer and Employee Relations Directorate ,CD30 /? L .

4. CUSTODIAN: 5. PHONE NUMBER: 6. BLDG. NO.: {7. RMNO.: « 8. LOCATION OF RECORDS (Bldg. No., Room No., e(c) 9, WXTURE OF PPR G { e,
Process Owner:Susan Whitfield / ( %
Record Custodian: Jill Stocks : 544-1993 4732 220 4732/227-12 Vernotty C. McMillan

"R |11 RECORDS TITLE, DESCRIPTION AN FILING ARRANGEMENT 12. DISPGITION INSTRUCTIONS 13 DIoRAsITo

e

Al

2170 INEW TECHNOLOGY REPORTING (NTR) Product Quality Records |May retire to FRC 3 years after received. May destroy when 5 years [NRRS 2/7.G.1.a
(new technology report/innovation disclosure case files) old.

Concurrence: M A 02/\,,_,4 $-23-2%

Annette K. Tingle
MSFC Records Manager

S ‘ '
MSFC Form 2441 (Rev. April 1999) Informed RECORDS PLAN (MPG 1440.2)




1. RECORDS PLAN (Check one): {2. DATE PREPARED: (3. OFFICE OF RESPONSIBILITY (Include organizational element; department, group, etc.):

Initial X| Revised
- 05/15/2003 Technology Transfer Department/Customer and Employee Relations Directorate,CD30
4. CUSTODIAN: ) 5. PHONE NUMBER 6. BLDG.NO.: [7. RMNO.: |8. LOCATION OF RECORDS (Bldg. No., Room No., etc.): |9. SIG TUREO ﬁZQZ(/ING OFFI

SHEET 1 OF 1 SHEETS

Process Owner:Sammy Nabors

Record Custodian: Jill Stocks 544-5226 (3711) 4732 218 4732/227-12 Vern tto C. Mchlla
10 AFS |11 RECORDS TITLE, DESCRIPTION AND FILING ARRANGEMENT 12, DISPGITION INSTRUCTIONS 3. DISPOSITION
NO. : P OE . AUTHORITY
wunschedule d
2140 |COMMERCIALIZATION ASSISTANCE PROGRAM Product Minimum of 2 years and may destroy at 5 years in accordance with | NRR-2/7—
Qualjty Records (commercial assessments of invention disclosure/new |CD30- OWI-001 and pending approval of Schedule 2, AFS 2140.
technology case files)

Concurrence: M /(/ ozv-wc S-2Ao2-90 3y

Annette K. Tingle
MSFC Records Manager

 MSFC Form 2441 (Rev. April 1999) ' Informed RECORDS PLAN (MPG 1440.2)



1. RECORDS PLAN (Check one):

2. DATE PREPARED:

Product Quality Records (contract case files)

after final payment or closeout.

Concurrencé: W /d cgew% §S~23703
Annette K. Tingle 7z
MSFC Records Manager

3. OFFICE OF RESPONSIBILITY (In¢lude organizational element; department, group, etc.):
[ tnitial Revised ) . . . SHEET _1 OF I—SHEETS -
05/15/2003 Technology Transfer Department/Customer and Employee Relations Directorate, CD30 . .

4. CUSTODIAN: 5. PHONE NUMBER: |6. BLDG. NO.: [7. RMNO.: 8. LOCATION OF RECORDS (Bldg. No., Room No., etc): {9. SIGN URE OF Rv_QVl C FEICIAL'

Process Owner:Susan Whitfield ' ) / M A"

Record Custodian: Marilyn Ratliff 544-1933 4732 220 4732/227-9 i Vernotto'C. Mc
10. AFS ’ 13. DISPO
NO. 11. RECORDS TITLE, DESCRIPTION AND FILING ARRANGEMENT 12. . DISP@ITION INSTRUCTIONS AUTHORITY
2170 INEW TECHNOLOGY REPORTING CONTRACT COMPLIANCE  |May retire to FRC 1 year after contract closeout. Destroy 10 years |NRRS 2/7.G.2

MSFC Form 2441 (Rev. April 1999)

Informed

RECORDS PLAN (MPG 1440.2)



agreement files)

1. RECORDS PLAN (Check one): |2. DATE PREPARED: |3. OFFICE OF RESPONSIBILITY (Include organizatienal element; department, group, etc.): '
- . SH 1 OF 1 SHEETS
Initial X| Revised
n 05/15/2003 Technology Transfer Department/Customer and Employee Relations Dlrectorate, CDBO //E
4. CUSTODIAN: ~ [5. PHONE NUMBER: [6. BLDG. NO.: |7. RMNO.. |8. LOCATION OF RECORDS (Bldg. No., Room No., elc.): N’,K\TUR jF A?ﬁ Z/I G OBRICIAL:
Process Owner:Sammy Nabors .
Record Custodian: Sammy Nabors 544-5226 4732 218 4732/218 Vernotto C. McMil J.an_
10. AFS : - ' : DISPOSITION
NO. 11.  RECORDS TITLE, DESCRIPT]O_N AND FILING ARRANGEMENT 12, DISP@GITION INSTRUCTIONS AUTHORITY
Uhnsch cd “ I! C[
2140  |LICENSING OF PATENTS Product Quahty Records (licensing Term of License Agreement or life of patent (20 yrs) whichever MNRR-2#7—

comes first in accordance with CD30-OWI-001

Concurrence: m ,{/ M s B3

Annette K. Tingle
MSFC Records Manager

o>

MSFC Form 2441 (Rev. April 1999)

Informed

RECORDS PLAN (MPG 1440.2)



1. RECORDS PLAN (Check one): |2. DATE PREPARED:

.[] Initial Revised

3. OFFICE OF RESPONSIBILITY (Include organizational element; department, group, etc.):

05/15/2003 Technology Transfer Department/Customer and Employee Relations Directorate, CD30

SHEET .1 OF 1 SHEETS

(agreement request, correspondence, the agreement, concurrences)

4. CUSTODIAN: 5. PHONE NUMBER: |6. BLDG. NO.: |7. RM NO.- 8. LOCATION OF RECORDS (Bldg. No., Room No., etc.): |9. SIGRATURE ©OF APPRGYVING OFFIGIAL:
Process Owner:Roger Parisa ' , MG% A%
Record Custodian: Roger Parisa 544-8949 . 4732 152 4732/150 Vernotto C. McMilla )
10. AFS f 13.  DISPOSITION
NO. 11.  RECORDS TITLE, DESCRIPTION AND FILING ARRANGEMENT 12. DISP@ITION INSTRUCTIONS AUTHORITY
1050~ |EXTERNAL CUSTOMER AGREEMENTS Product Quality Records |*Permanent* Retire to FRC 2 years after completion/expiration. NRRS 1/6.B

Transfer to NARA 10 years after expiration.

Concurrence: M/{/ el S-23- 673

Annette K. Tingle s
MSFC Records Manager

MSFC Form 2441 (Rev. April 1999)

Informed

RECORDS PLAN (MPG 1440.2)



1. RECORDS PLAN (Check one): |2. DATE PREPARED:

3. OFFICE OF RESPONSIBILITY (Include organizational element; department, group, etc.):

B. Software Usage Agreement

v - . . : SHEET 1 OF 1 SHEETS
Initial R d I —_—
[ nita evise 05/15/2003 'Techmology Transfer Department/Customer and Employee Relations Directorate, CD30 )
4. CUSTODIAN: 5. PHONE NUMBER: |6. BLDG. NO.: |7. RMNO.: [8. LOCATION OF RECORDS (Bldg. No., Room No., etc.): ATURE Vi 1o
Process owner:Caroline Wang _
Record Custodian: Jill Stocks 544-3887 (3711) 4732 229 4732/227-12 Vemotto C QMlllan
10. AFS DISPOSI
NO. 11. RECORDS TITLE, DESCRIPTION AND FILING ARRANGEMENT 12. DISPGITION INSTRUCTIONS AUTHORITY
Unscheduled
2210 |A. SOFTWARE RELEASE Product Quality Records (disclosure Minumum 3 years and may destroy @ 5 years in accordance with  |NRR2/7~
information, correspondence related to software request) CD30-OWI-001
Unseheduled
| NRR247—

Do Not Destroy

Concurrence: M /( M

Annette K. Tingle
MSFC Records Manager

239 3

MSFC Form 2441 (Rev. April 1999)

Informed

RECORDS PLAN (MPG 1440.2)



1. RECORDS PLAN (Check one):

2. DATE PREPARED:

3. OFFICE OF RESPONSIBILITY (Include organizational element; department, group, etc.):

Annette K. Tingle
MSFC Records Manager

Concurrence:M /( OZVA—Z,Z s 23-03

[ mitial Revised , SHEET _ 1 OF _1 SHEETS
X 05/15/2003 Document Control Custodian Records, CD30 . / 2 o
4. CUSTODIAN: 5. PHONE NUMBER: |6. BLDG. NO.: {7. RMNO.: |8. LOCATION OF RECORDS (Bldg. No., Room No., efc.): |9. W:J‘R;%PPR ING,OFFIGIAL:
Record Custodian:Lynn Garrison 544-6719 4732 160 4732/220 'a/{/em tto C. M l\&llan
10. AFS ' ' v 13.  DIsPo3ryON
NO. 11. RECORDS TITLE, DESCRIPTION AND FILING ARRANGEMENT 112 DISP@ITION INSTRUCTIONS AUTHORITY
1240 |CD30-OWI-001 Document Control process records Destroy when 2 years old NRRS 1/26

MSFC Form 2441 (Rev. April 1999)

Informed

RECORDS PLAN (MPG 1440.2)




1. RECORDS PLAN (Check one):

2. DATE PREPARED:

3. OFFICE OF RESPONSIBILITY (Include organizational element; department, group, etc.):

sr-gr/l

. I : OF 1 SHEETS
Initial R d . . I -
L] Inita evise 05/15/2003 Technology Transfer Department/Customer and Employee Relations Directorate, CD30 ,
4. CUSTODIAN: ~|5. PHONE NUMBER: |6. BLDG.NO.: |7. RMNO.: |8. LOCATION OF RECORDS (Bidg. No., Room No., etc.): |9. SIG RE OF/APPRQVING QFFICIAL,
LAY 'g . A
Record Custodian:Vananda Hampton 544-0963 4732 105 4732/105 Vernotto C. McMillan y.
10. AFS 13. DISPOSITIO
NO. 11. RECORDS TITLE, DESCRIPTION AND FILING ARRANGEMENT 12 DISP@ITION INSTRUCTIONS AUTHORITY
SAFETY AND MANDATORY TRAINING
1700  |Safety Records - Meeting Handouts & Attendee List Handle as permanent pending Retention Approval NRRS 1/117.5A
1700  |Safety Walk-through Records (MSFC Form 4286) Destroy when 4 years old NRRS 1/117.B -
3410 |MSFC Mandatory Training (IT Security, ISO, Diversity, COTR, etc) |Official copies kept by CD20/EODD in their Training Data Base for |N/A
3 years. CD30 retains unofficial copy for convenience only.
3400  |Special Training (OJT) Records for performing CD30 ISO processes Destroy on employee transfer or separation, or when 5 years old NRRS 3/33.H.1.
‘ : whichever comes first
PROCUREMENT
5100 |Credit Card Files (e.g. working files, statements, billing data, etc.) Destroy 3 years after final payment NRRS 5.1A.1B

Concurrence: é“”‘% /( o_?.,‘,.:?é $-23-03

Annette K. Tingle
MSFC Records Manager

MSFC Form 2441 (Rev. April 1999)

' Informed

RECORDS PLAN (MPG 1440.2)



	
	
	
	
	
	
	
	

